SC DEPARTMENT OF CORRECTIONS

-JOB POSTING NOTICE (EOE)-
OPENI NG DATE: 11/03/15 CLCSI NG DATE: 11/13/15 (4:30 PM
SCDC | NTERNAL TI TLE: ADM N ASST - HR SCDC POSI TI ON #: 011735

HOURS/ VEEKLY: 037.50 SHI FT SCHEDULE: 02 WORK TI ME: 0830 AM - 0430 PM
LOCATI ON:  HUMAN RESOURCES ADM NI STRATI ON, CCLUMBI A ( RI CHLAND)

STATE JOB TI TLE: ADM NI STRATI VE ASSI STANT STATE JOB CLASS: AA75
BAND: 04 SALARY RANGE $ 026139 - $ 048361 SPECI AL | NCENTI VE: NO
LEVEL: A SALARY RANGE $ 026139 - $ 041400 SCEIS POSITION #: 61016681

STATE OF SC M NI MUM TRAI NI NG AND EXPERI ENCE REQUI REMENTS:
A HI GH SCHOCL DI PLOVA AND WORK EXPERI ENCE THAT | S DI RECTLY
RELATED TO THE AREA OF EMPLOYMENT. A BACHELOR S DEGREE MAY
BE SUBSTI TUTED FOR THE RELATED WORK EXPERI ENCE.

AGENCY PREFERRED QUALI FI CATI ONS:

H GH SCHOOL DI PLOVA AND THREE (3) YEARS ADM NI STRATI VE EXPERI ENCE

WHI CH MUST | NCLUDE SUPERVI SORY OR OFFI CE MANAGEMENT EXPERI ENCE. MUST
HAVE EXPERI ENCE W TH ASSI STI NG AND DEALI NG W TH ALL CATEGORI ES OF
EMPLOYEES ON A VARI ETY OF DUTIES. MJST HAVE EXPERI ENCE | N M CROSOFT
OUTLOOK, WORK, EXCEL AND POWER PO NT.

DESCRI PTI ON OF DUTI ES:

SUPERVI SES THE ADM NI STRATI VE SPECI ALI ST | N PERFORVANCE OF DUTI ES AS
RECEPTI ONI ST FOR THE DI VI SI ON OF HUVAN RESOURCES, CENTRAL OFFI CE.

ASSI STS W TH THE CLEARANCE PROCESS OF EMPLOYEES WHO CEASE EMPLOYMENT.
HANDLES PROBLEMATI C | SSUES REGARDI NG THE CLEARANCE PROCESS

OF EMPLOYEES BETWEEN THE | NSTI TUTI ON AND THE COWM SSARY. ASSI STS

W TH THE COORDI NATI ON OF CHARI TABLE FUND DRI VES FOR THE AGENCY, |.E.,
UNI TED WAY AND COMMUNI TY HEALTH CHARI TI ES CAMPAI GN.  ASSI STS THE

ADM NI STRATI VE COODI NATOR W TH THE AGENCY' S WELLNESS PROGRAM

MAI NTAI NS AND ORDERS SUPPLI ES FOR THE DI VI SI ON USI NG SRM AND PRI NT
ORDERS FOR THE PRI NT SHOP. UPDATES MAI NFRAME AND DI STRI BUTES AT W LL
FORMS. RECEI VES AND KEYS CPOF DEDUCTI ONS | NTO SCEI'S. ASSISTS I N THE
RUNNI NG OF REPORTS | N BUSI NESS OBJECTS ANDY OR BEX ANALYZER.  ASS| STS
W TH CORRESPONDENCE PREPARATI ON ON EMPLOYEE ARRESTS, STUDENT LOANS
AND SUSPENDED DRI VERS' LI CENSES.

COMVENTS:

RESUME | S REQUI RED W TH APPLI CATI ON FOR THI' S POCSI TI ON.
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